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CHAPTER - 1 
COMMUNICATION 
MEANING AND PROCESS OF COMMUNICATION 


Question 1. 

What is communication? Explain the elements of communication process. 

Answer 

Communication is definedtas the process of sharing (exchanging) information, Ideas, 
thoughts, feelings and emotions between two or more persons. 

Communications relevantin daily life as we experience it in all walks of life. While talking 
to friends, family,and Office célleagues, while passing on a piece of information, while 
starting a campaighor a protest march; at every step we want to communicate a message. 
The audience differs and the purpose differs; yet communication 

happens. 

The,process of communication entails : 

1. The purpose@%r reason for the communication. 

2. The framing of the content of the message 

3. The medium used for conveying the message. (For example, internet, written text, 
speech, pictures, gestures and so on). 

4. Transmitting the formulated message. 

5. Messages are often misinterpreted due to external disturbances such as noise created by 
humans, traffic and natural forces. These factors can result in miscommunication. 

6. Receiving the message. 

7. Deciphering and making sense of the message. decode 

8. Interpreting and figuring out what the receiver thinks is the real message. 
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NETWORK IN COMMUNICATION: 

Question 2. (MTP April 2019, RTP Nov 2019) 

What is network in communication? 

Answer 

A communication network refers to the method and pattern used by members of an 
organization to pass on information to other employees in the organization. Network helps 
managers create various types of communication flow according to requirement of the task 
at hand. Some companies have established and predefined networks of communication for 
specified venture 


TYPES OF COMMUNICATION : BASED ON CHANNELS 

Question 5. (MTP March 2018, MTP Aug 2018, MTP Oct 2018) 

Based on communication channels, what are the different kinds of communication 
methods? Explain. 


Answer : 
Based on Communication channels, there are three kinds ofycategories: 





B Verbal: Verbal communication involveseéhe useof words and language in delivering the 
intended message 

R Non Verbal: Nonverbal communication is the pgocess of communicating by sending and 
receiving wordless messages. These messages can aid verbal communication, convey 
thoughts and feelings contrary to the spoken words or express ideas and emotions on their 
own. 

B Visual: Communicationthatshappens through visual aids such as signs, graphic designs, 
colour, illustrations etc is visual communication. It is a powerful medium these days, 
especially for office presentations. Visuals can also include pie charts, graphs, or any other 
colourful representationalt adds value to the content and forms a major part of audio visual 


ppt’s. 














Question 6. (MTP March 2019) 

Whatis nomwverbal communication? Explain its types. 

Answer 

Communication without using words is called non-verbal communication. Nonverbal 
communiéation is the process of communicating by sending and receiving wordless 
messages. These messages can aid verbal communication, convey thoughts and feelings. 
Non-verbal communication is more impact in communication. Meanwhile, the primary 
function of language is communication, but we can communicate without language. Some of 
the functions of nonverbal communication in humans are to complement and illustrate, to 
reinforce and emphasize, to replace and substitute, to control and regulate, and to 
contradict the denoted message. 


Non-verbal communication may take the following forms : 
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(a) Body Language : Communication through facial expressions, gestures, stance, touch 
and other physical signs is called body language. For example, leaning forward may 
indicate interest and acceptance whereas leaning backward may mean rejection and lack of 
interest. Body language (e.g. smile, frown, clenching of hands etc. 

can transmit emotions which cannot be expressed through words. Body language 
constitutes a major part (about 55 per cent) of all communication. 

(b) Paralanguage : Paralanguage may be defined as the way a person says something. It 
reveals more than the actual words used, the intent of the message. The voice quality, 
intonation, pitch, stress, emotion, tone and style of speaking, communicants’ approval, 
interest or the lack of it are depicted through paralanguage. Research estimates that,tone of 
the voice accounts for 38 percent of all communications. 

(c) Aesthetics : Music, dancing, painting sculpture and other forms of artsenve as means of 
communication. These convey the feelings and thoughts of artists. 

(d) Appearance : Dress and grooming create the first impression. In Offices, there is a 
dress code. Formal dress for men may consist of shirt, trotser, Coatand leather shoes. For 
women, it may consist of saree, suit, shirt, trouser or skirt 

(e) Symbols : Symbols may relate to religion, status, ego etc. These\convey the special 
meaning. For example, the number of starts on the shirtof a policeyofficer reveal his/her 
status 


BARRIERS IN COMMUNICATION 

Question 7. [CA Foundation May 2018} 

What are the barriers in communication ? 

Answer 

The various barriers in communication mayebelassified as under : 

1. Language or Semantic Barriers : Danguage varies individual to individual, place to 
place, region to region, and,coumtrywisesSame words may have different meaning in other 
language. Even jargon (terminology.uséd in a specific field e.g. medical science), unfamiliar 
expressions, and ambiguous words Create hurdles in communication. This is fact that no 
two people speak or write alike, Some people use well-formed words while some of them 
use ill-formed words: 

Therefore, clear, Simple‘and easily understandable language should be used in 
communication, 

2. Physical/Barriers : These barriers arise due to noise, faulty equipment, distant 
locations, Outdated technology and lack of good infrastructure. 

3. TeehnologyBarriers : Anyone who is not familiar with modern communication 
technology, (video conference, e-mail, SMS, WhatsApp, etc.) may fail to communicate 
effectively. In the present world, communication modes are primarily technology driven. 
The communication technology is being constantly upgraded or new formats emerge ever 
so frequently. 

An individual is swamped with huge amount of information every day in the form of emails, 
texts and social updates. Multitasking is the norm these days. The information overload and 
trying to accomplish too many things together can result in gaps in communication and 
miscommunications. 

4. Physiological Barriers : Poor eye sight, difficulty in hearing, ill health and other such 
problems act as hurdles in communication. 
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5. Organizational Barriers : When the chain of command is unclear, an employee may not 
know whom to contract for a particular matter. Rigid and ambiguous structure, systems 
and processes in an organization also hamper effective communication. Unclear roles and 
responsibilities cause confusion. 

6. Cultural Barriers : People belonging to different cultures derive different meanings 
from the same message. 

Understanding cultural aspects of communication refers to having knowledge of different 
cultures in order to communicate effectively with cross culture people. Understanding 
various cultures in this era of globalization is an absolute necessity as the existemce of 
cultural differences between people from various countries, regions tribes and, Keligions, 
where words and symbols may be interpreted differently can result in communication 
barriers and miscommunications. Multinational companies offer specialgeourses and 
documents to familiarize their staff with the culture of the country wheresthey are based 
for work. 


7. Gender Barriers : Gender barriers may be defined asthe communication gap created 
due to the different ways of inherent mindsets of men and women‘as.given by nature. Men 
and women often communicate in different ways. Men tend to talkin a logical and linear 
manner whereas women tend to use both logic emotions and are verbose. Men may blame 
women for transmitting too much information. Similarly, women may blame men for giving 
inadequate information. 

Gender bias is another barrier in commification. Malétémployees with the traditional 
mindset may find it difficult to take orders from afemale boss 

8. Perception Barriers : Everyone perceives things in different way. Two persons may 
interpret the same event/object differentlymDifferences in perception lead to 
miscommunication. 

9. Emotional Barriers : Angerpjealousy, anxiety, lack of trust, fear of criticism and similar 
feelings/sentiments hinder free and opén communication. A disturbed or upset individual 
can neither conveyor recéive taformation objectively. 

10. Attitude Barriers : Attitude barriers refer to personal attitudes of employees that can 
affect communicationywithin,the organization. A proactive, motivated worker will facilitate 
the communicati6@n proéess, whereas a dissatisfied, disgruntled, shy, introvert or lazy 
employee can Gelay,hesitate in taking the initiative, or refuse to communicate. 

Attitude prébhems,can be addressed by good management, periodic training and regular 
interaetionwith staff members. 


ESSENTTALS OF EFFECTIVE COMMUNICATION 

Question 8: 

What are the essentials of Effective Communication? or What are the ‘7Cs’ of 
Communication ? or Characteristics of Effective Communication. 

[CA. Foundation May 2018], [MTP Oct 2018, MTP April 2019, MTP May 2019] 

Answer 

Communication for humans is like breathing. From the first cry of the baby to the last 
breath of a person, communication is an essential part of life. However, good 
communication is an art that has be developed. Several aspects must be kept in mind while 
interacting with others for our communication to convey the intended message. 
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1. Clarity : The message must be expressed in simple and easy to understand language. 
Short sentences should be used and each idea must be state in a separate paragraph. 

2. Conciseness : Only necessary and relevant words must be used. Brevity is the essence of 
effective communication. There Should be no repetitions & unnecessary words in the 
message. 

3. Completeness : A complete communication conveys all facts and information required 
by the recipient. It keeps in mind the receiver’s intellect and attitude and conveys the 
message accordingly. A complete communication helps in building the company’s 
reputation, aids in better decision making as all relevant and required information is 
available with the receiver. 

The message must be complete as omissions of necessary facts creates confusion and mis- 
understanding. 

4. Concreteness : The content of your communiqué should be tangible: Base it’en facts and 
figures. Abstract ideas and thoughts are liable to misinterpretation. Make sureéthat there is 
just sufficient detail to support your case/ argument and bring focus to the main message 
5. Coherence : Coherence in writing and speech refersamthelogical bridge between 
words, sentences, and paragraphs. Main ideas and meaning cambe difficult for the reader to 
follow if the writer jumps from one idea to another and ‘Uses contradictory words to 
express himself. The key to coherence is sequentially organized/and logically presented 
information which is easily understood. All content under the topic should 

be relevant, interconnected and present infoxmation in aiflow 


6. Courtesy : Courtesy implies that the sender is polite, considerate, respectful, open and 
honest with the receiver. The sender ofthe message takes into consideration the 
viewpoints and feelings of the receiver of the message. Make sure nothing offensive or with 
hidden negative tone is included. 

7. Correctness : The mesSageanustbe accurate in all respects. 

8. Listening for Understanding: We are bombarded by noise and sound in all our waking 
hours. We ‘hear’ conversations news, gossip and many other forms of speech all the time. 
However, most offit is notlistenedito carefully and therefore, not understood, partially 
understood or misunderstood, A’good listener does not only listen to the spoken words, 
but observes carefully the nonverbal cues to understand the complete 

message. 

9. Focus andAttention: Everyday work environment has multiple activities going on 
simultaneously. The ringing of the phone, an incoming email, or a number of tasks 
requixing your attention, anxiety related to work, emotional distress etc. can distract you. 
Such distractions are detrimental to the communication process with 

an individual or a group of people. You may overlook or completely miss important points 
or cues in the interaction. Thus, keeping your focus and attention during the communiqué 
is imperative for effective communication. 

10. Emotional Awareness and Control: “Human behavior is not under the sole control of 
emotion or deliberation but results from the interaction of these two processes,” 


FORMAL AND INFORMAL COMMUNICATION 
Question 9. [MTP March 2019] (2 Marks) 
Define formal communication and explain its types ? 
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Answer 
Formal communication: Formal communication, both oral and written, follows certain 
rules, principles and conventions in conveying the message. The hierarchy in the 
organization has to be followed. Formal format, style and language have to be used. The 
communication pattern can be vertical, horizontal or diagonal. 

B Vertical: Information can flow upwards or downwards in the organization. Data that is 
collected flows up to the top levels of management for review and decision making, while 
instructions and orders are passed down from the management/ seniors to the 
subordinates for implementation.? 




















B Horizontal: Horizontal communication that involves communication betweén two parts 
of the organization at the same level. For example, the managers of a pyojectin a company 
may hold a regular daily, weekly or monthly meeting to discuss the progress,ofthe 

project. R] 








B Diagonal: Cross-functional communication between,employeeset différent levels of the 
organizational hierarchy is described as diagonal communication. Diagonal communication 
is increasingly common in larger organizations. It reduces the chances of distortion or 
misinterpretation by encouraging direct communication between the relevant parties. For 
example, a junior engineer reports directly tothe General Manager regarding the progress 
on the project. 


Question 10. 

What do you mean by Informal Communication? 

Answer 

Informal communication is the casual, friendly and unofficial. It is spontaneous 
conversation and exchange of@mformation between two or more persons without 
conforming to the prescribed official riles, processes, systems, formalities, and chain of 
command. Informalkcommunication is between family, friends, neighbours, 

members of community and other’social relations that are based on common interests, 
tastes and dispositions. Infoymation can flow from any source in any direction 


CHAPTER - 2 
( Weightage : 4 Marks) 


(1. Active to passive; 02. Passive to active; 03. Direct to indirect; 04. Indirect to 
Direct) 


ACTIVE PASSIVE VOICE 
ACTIVE VOICE 


A verb is said to be in active voice when it shows that the person does something, that is, it 
is the doer of the action. 
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For example: 

e Rohit wrote a story on the wall (subject: Rohit; object: wall) 

e Sanya sang a song (subject: Sanya; object: song) 

e Radha hit the boy (subject: Radha; object: boy) 

e Amit read the letter (subject: Amit; object: letter) 

e Have you done anything about a room? (subject: you; object: room) 

e We have booked a room for you in the Grand hotel. (subject: We; object: room) 


PASSIVE VOICE 

A verb is said to be in passive voice when its form shows that the person has something 
done, that is, it is the receiver of the action. 

Examples of passive voice: 

e A story was written on the wall by Rohit 

e A song was sung by Sanya 

e The boy was hit by Radha 

e The letter was read by Amit 

e Company targets are set every year 

e The factory was set up in 1985. 

e Production targets were met by the workforce. (The focuSis on the production targets, 
but at the same time we mention who they were met by ,without emphasizing it.) 
Reasons To Use The Passive Voice: 

e To emphasize the action rather than th@actor 

The GST bill was passed in the parliament. 


e To keep the subject and focus consistent throughout a passage 

After a lengthy discussion, the decisiomwas taken that discipline must be maintained in the 
college campus. 

e The speaker is being discreet by not Naming the person/ persons responsible for any 
deed/ action. The message has been misinterpreted. 

e To describe a conditiontin whichthe actor is unknown or unimportant 

The public buildings were damaged in the riots. 

e To create an authoritative tone 

Entry into thefestrieted area is forbidden. 

¢ In most n@éWspaper headlines as the news/ action is more important than the doer. 
Nagapada destroyed by cyclone fury. 


RULES FOR‘CHANGING ACTIVE INTO PASSIVE 

a) Change of subject and object: The object of the active voice becomes the subject of the 
passive voice and the subject becomes object of the passive voice. 

Active voice: Ram kicked the ball. 

Passive voice: The ball was kicked by Ram. 


b) Change of verb form: The verb in the active voice is changed into a form of ‘be+ past 
participle’ of the verb. 
Active voice: Sita is taking the dog for a walk. 
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Passive voice: The dog is being taken by Sita for a walk. 


c) Change of Pronouns- I, you, he, she, it, we, you, they changes to Accusative/ objective 
case: me, you, him, her, it, us, you, them. 

Active voice: | like T.V programmes with positive content. 

Passive voice: T.V. programmes with positive content are liked by me. 


d) Addition of the word ‘by’: The passive verb is followed by ‘by’+ ‘doer’. If the doer is not 
known or irrelevant, it is omitted in the passive voice. 

Active voice: Lalita teaches poor children every weekend. 

Passive voice: Poor children are taught by Lalita very weekend. 

Active voice: Someone broke all the pots. 

Passive voice: All the pots were broken. (object not required) 


e) When there are two objects in an active sentences , thege areo, possible passive 
sentences 

Sentence 1: The farmer gave the cows some hay and oats. (Active Voice) 

Sentence 1: The cows were given some hay and oats by the farmeħ (Passive voice) 
Sentence 2: Some hay and oats were given to thé cows by the farmer. (Passive voice) 


f ) Changing interrogative sentences into theypassive: 

1. The primary auxiliary verbs do, does@mdid‘do not appear in the passive form. They get 
converted to the form of the verb ‘to be’. 

Active: Does Seema like painting? 

Passive: Is painting liked by Seema? 

Active: Did Seema like painting? 

Passive: Was painting liked bysSeema? 

2. The verbs, has, have, had, will, shallftean, may etc. do not change their position at the 
beginning of the sentence Whengthe active voice is changed to the passive voice. 

Active voice: Hase donehis homework? 

Passive voice: Has hishomework been done by him? 

Active voice: WilhSalmajeat the mango? 

Passive voice: Will the mango be eaten by Salma? 

3. The question Wordswhen, why, where, how or what do not change their position at the 
beginning of the\sentence when the active voice is changed into the passive voice. 

Not who changes to by whom, and whom into who. 

Active voice: What did the leader say to his followers? 

Passive voice: What was said by the leader to his followers? 

Active voice: Whom did you greet at the party? 

Passive voice: Who were greeted by you at the party? 


g) Changing Imperative sentences into passive: Imperative sentences are sentences which 
express advice, suggestion, request or command. 


For example 
e Close the door. 
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e Please give me the bottle. 
e Pick up the phone. 
e We should exercise every day. 


h) Prepositional sentences: Prepositions in the active voice of a statement do not change 
their place in passive voice. 

Example: 

e Parents object to children watching action movies. (Active Voice) 

Children watching action movies is objected to by parents. (Passive Voice ) 


Question 1. 

Rewrite the following sentences in passive voice. 
1. Sue changed the flat tyre. 

2. We are going to watch a movie tonight. 

3. I ran the obstacle course in record time. 

4. The crew paved the entire stretch of highway. 
5. Mom read the novel in one day. 

6. The critic wrote a scathing review. 

7. I will clean the house every Saturday. 

8. The staff is required to watch a safety vide every year. 
9. She faxed her application for a new job, 

10. Tom painted the entire house. 


Answer 

1. The flat tyre was changed by Sue, 

2. A movie is going to be watched by uS tonight. 

3. The obstacle course waSyrumiby me in yecord time. 

4. The entire stretch of the highway,was paved by the crew. 
5. The novel was read by nom ih one day. 

6. A scathing revi€w was written by the critic. 

7. The house will be eleanedaby me every Saturday. 

8. A safety video isrequixed to be watched by the staff every year. 
9. Her application fosa new job was faxed by her. 

10. The entiréshowse was painted by Tom 


Question 2. 

Rewrite the following sentences in the active voice. 

1) The captain of the Indian cricket team was cheered by the crowd. 
2) His painting has been praised by the critics. 

3) The horse is being purchased by the farmer. 

4) The new tax reforms will be implemented from July. 

5) Food from road side vendors should not be eaten. 

6) By whom has this building been vandalized? 

7) What was eaten by you for lunch? 

8) The entire district was destroyed by the cyclone. 

9) He will be given a ticket for over speeding by the police o_cer. 
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10) The forest was going to be cut down for the new hydroelectric project. 


Answer 

1) The crowd cheered the captain of the Indian cricket team. 

2) The critics have praised his painting. 

3) The farmer is purchasing the horse. 

4) The government will implement the new tax reforms by July. 
5) We should not eat food from toad side vendors. 

6) Who has vandalised this building? 

7) What did you eat for lunch? 

8) The cyclone destroyed the entire district. 

9) The police officer will give him a ticket for over speeding. 
10) They were going to cut down the forest for the new hydroelectrig,project. 


QUESTIONS FROM EXAMS 


May 2018 


1. The customer should receive the delivery by Friday. 
. He will be given a ticket for over speeding#y the police officer. 
3. The entire district was destroyed by cyglone. 


N 


NOV 2018 


1. The case should be handled by you careftilly,since it is critical in nature. 
. The deer was trapped by the cunning fox. 
3. Sunita said, "Please giveunesaglass of water." 


N 


MAY 2019 


1. The teacher alwaysyanswers the students’ questions. 
. Every night th@officetis vacuumed and dusted by the cleaning crew. 
3. The Grand Canyonis visited by thousands of tourists every year. 


N 


NOV 2019 


1. The audience loudly cheered the Prime Minister's speech. 
. The Bird Was killed by a cruel boy. 
3. They will be given a ticket for over speeding by the police inspector. 


N 


NOTE MAKING 


Strategies for Effective Note Making 
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1. Read the text at least twice. The first time to get an overview or to identify the main 
idea and the second time to draw important points. 


2. Frame a heading / title based on the main idea. It should be short. Avoid using long 
sentences as a title. 


3. Look at how the main idea been presented and developed. Normally there are three 
or four subordinate/ associated ideas. You can frame subheadings based ongthese. 


4. Ignore information or points which are less important. Be as brief and specific as 
possible. Leave out examples and other unnecessary details. 


5. Systematically dividing and sub-dividing the important information, write the points 
in logical sequence. 


6. Though you write in phrases or points only, the information ‘should be complete. 
7. Indent, i.e., suitably space and number the sub-headings and sub-sub points 

8. Leave no space for ambiguity 

9. Avoid adding your own interpretation. 

10. Ensure that you DO NOT change thetauthor‘s intended meaning. 


11. Abbreviate often-répeated terms or lengthy words. Any abbreviation used should 
not hamper comprehension. 


NOTE MAKING 


Question 1. (MTP March 2018) (RTP May 2019) 

(i) Make notes, using headings, sub-headings, and abbreviations wherever necessary. (3 
Marks) 

(ii) Write sumamary. (2 Marks) 

The decision of the Ministry of Environment and Forests to revalidate the environmental 
clearance issued to South Korean steelmaker Posco for the proposed steel plant in Odisha 
is based on a piecemeal approach, rather than a comprehensive and cumulative assessment 
of all parts of the project. It cannot claim to rely on sound judgment. What distinguishes the 
proposal from the welter of projects before the Ministry is its major Foreign Direct 
Investment potential, estimated at more than Rs. 50,000 crore. There is little doubt that it 
will take massive investments to pull the masses out of deep poverty, and new industries 
are vital to achieving this goal. Significant expansion of the economy has taken place over 
the past two decades, creating much wealth. Unfortunately, this has also coincided with 
grossly uneven distribution of negative externalities. In the case of Posco, the 
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acquisition of land has been a contentious issue, evoking strong protest from local 
communities which remain unconvinced about the benefits. Evidently, neither the project 
proponent nor the Odisha government has come up with persuasive arguments over the 
past eight years on why villagers should part with their land when their livelihood is linked 
to it. Moreover, there is no effort to reach a consensus on the renewal of environmental 
clearance, now for a production capacity of eight million tonnes per annum, even with 
conditionalities that include spending on ‘social commitments’ by Posco. 


Question 2. (MTP March 2018) 

By making it optional for cinema halls to play the national anthem before every show, the 
Supreme 

Court has at last removed the coercive element it had unfortunately introdueéd bypan 


interim order in November 2016. Laying down a judicial rule that the anthem must be 
played on certain occasions in specific places, in the absefice offanystatutory provision to 
this effect, was unnecessary and opened the court to chargestof ovér-hedeh. With the Centre 
saying this directive could be placed on hold, and that it would šet Wpan inter-ministerial 
committee to recommend regulations for the presentation of the National anthem, the court 
has said it is not mandatory to play it in cinema halls. 

The panel will also suggest changes in the Prévention of Insults to National Honour Act, 
1971, or in the Orders relating to the anthémyissued fromtime to time. Justice D.Y. 
Chandrachud, one of the three judges ofthe Bench, hadvat an earlier hearing doubted the 
wisdom of asking patrons of cinema to visibly demonstrate their patriotism each time they 
entered a theatre to watch a film, 

remarking that there was no need for an Indian’to “wear his patriotism on his sleeve”. He 
had asked at what point would such “moral policing” stop if it were to be prescribed that 
some kinds of apparel shouldaot be-worn at the movies as they could amount to showing 
disrespect to the national anthem. Ehečourt’s order also had some unintended, but not 
unforeseen, consequences. Bhe audience began looking for signs of ‘disrespect’ and there 
were reports of vigilantism, with people beaten up or harangued for not standing up. 


Question 3. (CA found May 2018) (Exercise Q 1 : Study Module) 

Anything printed and bound in a book size can be called a book, but the quality or mind 
distinguishés%the VYalue%of it. 

What i$ a book? This is' how Anatole France describes it:" A series of little printed signs 
essentially only that. It is for the reader to supply himself the forms and colors and 
sentiments,to which these signs correspond. It will depend on him whether the book be 
dull or brilliant, hot with passion or cold as ice. Or if you prefer to put it otherwise each 
word in a book is a magic finger that sets a fibre of our brain vibrating like a hard string 
and so evokes a note from the sounding board of our soul No matter how skilful, how 
inspired the artist's hand, the sound it makes depends on the quality of the strings within 
ourselves" today, make it a point to call themselves intellectuals. It would be a pity if books 
were meant only for intellectuals and not for housewives, farmers, factory workers, 
artisans and, so on. 

In India there are first generation learners, whose parents might have been illiterate. This 
poses special challenges to our authors and to those who are entrusted with the task of 
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disseminating knowledge. We need much more research in the use of language and the 
development of techniques by which know ledge can be transferred to these people 
without transmission loss. 

Publishers should initiate campaigns to persuade people that a good book makes a 
beautiful present and that reading a good book can be the most relaxing as well as 
absorbing of pastimes. We should aim at books of quality no less than at quantitative 
expansion in production and sale. Unless one is constantly exposed to the best, one cannot 
develop a taste for the good. 


Question 4. (CA Found Nov 2018) 

A good business letter is one that gets results. The best way to gethesults is to develop a 
letter that in its appearance, style and content, conveysdnformation effiGiently. To perform 
this function, a business. letter should be concise, clear and couxteous. The business letter 
must be concise, don't waste words. Little introduction Or preliminary chat is necessary. 
Get to the point, make the point, and leave it. It iS safe to assume that your letter is being 
read by a very busy person with all kinds of papers to deal with. Re-read and revise your 
message until the words and sentences yof have Used ar@precise. This takes time, butis a 
necessary part of a good business letter#& shortbusiness letter that makes its point quickly 
has much more impact on a reader than a long- winded, rambling exercise in creative 
writing. This does not mean that there ismo place for style and even, on occasion, humour 
in the business letter. While it conveys a méssage in its contents, the letter also 

provides the reader with an impression of you, its author, the medium is part of the 
message. The business letter must b€ clear. You should have a very firm idea of what you 
want to say, and you should fet theeader know it. Use the structure of the letter — the 
paragraphs, topic sentences,intgoduction and conclusion- to guide the reader point by 
point from your thesis, through your reasoning, to your conclusion. Paragraph often, to 
break up the page anto lend.an air of organization to the letter. Use an accepted business 
letter format. Re*tead what you have written from the point of view of someone who is 
seeing it for thefirstttime, and be sure that all explanations are adequate, all information 
provided @méluding reference numbers, dates and other identification). 

A clearmessage,\clearly delivered, is the essence of business communication. The business 
lettefumust be,courteous. Sarcasm and insults are ineffective and can often work against 
you. If yotyare sure you are right, point that out as politely as possible, explain why you are 
right, and outline what the reader is expected to do about it. Another form of courtesy is 
taking care in your writing and typing of business letter. Grammatical and spelling errors 
(even if you call them typing errors) tell a reader that you don’t think enough of him or can 
lower the reader's opinion of your personality faster than anything you say, no matter how 
idiotic. There are excuses for ignorance; there are no excuses for sloppiness. The business 
letter is your custom-made representative. It speaks for you and is a permanent record of 
your message. It can pay big dividends on the time you invest in giving it a concise message, 
a clear structure, and a courteous tone. 





#Share With Someone who Need to See this #CAFoundation YouTube - CTC Classes Page 13 














For Free Video Lectures Search on YouTube -— CTC Classes, For CA Foundation JULY 2021 


Question 5. (CA Found May 2019) 

In most sectors of the economy, it is the seller who attempts to attract a potential buyer 
with various inducements of price, quality and utility and it is the buyer who makes the 
decision. Where circumstances permit the buyer no choice because there is effectively only 
one seller and the product is relatively essential, government usually asserts monopoly and 
places the industry under price and other regulations. Neither of these conditions prevails 
in most of the health-care industry. 

In the health-care industry, the doctor-patient relationship is the mirror image of the 
ordinary relationship between producer and consumer. Once an individual hashosen to 
see a physician-and even then there may be no real choice-it is the physician who.usually 
makes all significant purchasing decisions: whether the patient should return “hext 
Wednesday," whether X-rays are needed, whether drugs should be preseribed, etcaltis a 
rare and sophisticated patient who will challenge such professional decisions orfaise in 
advance questions about price, especially when the ailment is regarded_as serious. 

This is particularly significant in relation to hospital care.@The physician must certify the 
need for hospitalization, determine what procedures willbe performed and announce 
when the patient may be discharged. The patient may be consultedtabout some of these 
decisions, but in the main it is the doctor's judgments that are final Little wonder then that 
in the eyes of the hospital it is the physician whd is the realconsumer." As a consequence, 
the medical staff represents the "power centre" ih hospital policy and decision-making, not 
the administration. 

Although usually there are in this situati6n fourjidentifiable participants-the physician, the 
hospital, the patient, and the payer the physician makes the essential decisions for all of 
them. The hospital becomes an extensionof the physician; the payer generally meets most 
of the bonafide, a bill generated by the phySi¢ian/hospital; and for the most part the patient 
plays a passive role. In routine or minor illnesses, or just plain worries, the patient's 
options are, of course, much greater withgrespect to use and price. In illnesses that are of 
some significance, however, Such Choiéés tend to evaporate or away: DISAPPEAR "my 
despair evaporatedg. F. Wharton", and it is for these illnesses that the bulk of the health- 
care dollar is spent, We estimate that about 75-80 percent of health -care expenditures are 
determined by physieians, noetpatients. For this reason, economy measures directed at 
patients or the gé@neral public are relatively ineffective. 


Question 6(RTPWov 2019) 

Marketriskis inevitable part of capital market. Broadly, ‘MR’ means changes in the market 
pricésofunderlying. In commercial business the market risk may be a consequence but in 
capital maxket it forms organization’s core business. MR can arise in different stages of 
services or different timing say during an hour, a day or a week. Generally, the 
primaryconcern in assessing the market risk is to assess it in absolute term or relative 
changes in comparison of any benchmark say interest rates etc. 

The market risk can be broken down into different classes: such as internet risk, foreign 
exchange risk, commodityrisk and equity risk. Internet rate risk arises due to change in the 
yield curve. It affects not only current value of items of Balance Sheet of a financial 
institutions but also the off the Balance Sheet items. Foreign exchange risk arises on 
account of change in the price of foreign currency. 
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Commodityrisk arises due to change in price of commodities, commodity price index etc. 
and Equity risk occurs when there is a fall in equity indices or most of the shares. Equity 
risk normally results from any unprecedented events say sovereign default etc. 


Question 7. (RTP Nov 2018) 

Information technology clients are no more in the ‘business as usual’ mode. And, ‘less is 
more’ is the new mantra for IT spending. These two philosophies now rule the thinking of 
clients spending on technology. The IT services industry has also been facing challenges in 
getting retail and banking 

clients to spend on technology. Mr. Subramaniam dwells on these headwinds andnew 
opportunities: We can’t have teams that do only programming. We need more all-rounders. 


People should have functional knowledge, the ability to co-relate and understand the 
experience being delivered to the client. Coding is important. Bát eu alsojhave to ensure 
that we are coding for scale, that there are vulnerabilitiessin your code; You should know 
how to test, how to document. More than anything else, make sùre that your code does not 
freeze other pieces of code. In a jigsaw puzzle, you can’tworry only about your piece. 
Earlier, it was possible. Now you have to understand big pieture; understand what you are 
trying to deliver in terms of experience. 


PRÉCIS WREISING 


A shortening of a text, in one’s own words, is,known as précis writing. The term is derived 
from the French word précis meaning ‘precise’. Thus, a précis gives an accurate and concise 
description of the substante (@mtheymaingidea) contained in the text without losing its 
meaning. In fact, it is an exact reproduétion of the logic, organization, and emphasis of the 
original text. Précisgwriting ts aWery useful exercise as it gives us training in careful reading 
and develops owmeapacity,.to discriminate between the essential and the nonessential. 


How to write a précis* 


. A precisifust Not exceed one-third of the length of the original passage. 

. Identify the central idea and omit unnecessary details. 

. Eliminate Wordy expressions from the précis. 

. Avoid Wanecessary repetition. 

. Choose your words carefully and construct your sentences in a concise manner. 

. Every précis should have a short and appropriate title. 

. It should be written in the words of the précis-writer. 

. The main ideas of the original text should be presented in the same order in the précis. 
9. Do not introduce ideas of your own in the précis. 

10. Do not criticize or change the author’s ideas. 

11. Always use the third person, reported speech and past tense while writing a précis. 
Only universal truths should be written in the present tense. 


COND BWN FP 
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Read the passages given below and draft précis with suitable title. 

Passage 1. 

In all modern economies, money plays a crucial role as a tool of motivation. It is recognized 
to have the ability to satisfy several types of needs and wants of people; the basic creature 
comforts pertaining to food, clothing and shelter, the psychological needs for safety and 
security as also the need for status, prestige and esteem. All these needs have both 
quantitative and qualitative implications. People not only seek to have more of the same 
thing, but they also aspire to have better quality of things such as an independent house 
instead of an apartment, exclusive club membership and so forth. As more and more things 
are monetized, money is in a position to buy several types of tangible and intangible 
satisfactions. In a way, for a large majority of people, the need for money almoStreplaces 
several other needs with the result that money earning becomes an obséssi0m andymission 
for them. 

Yes it is physically impossible for a well-educated, intellectual, or brave man to make 
money the chief object of his thoughts; just as it is for him*to makethis dinner the principal 
object of them. All healthy people like their dinners, butstheitdinnér is ot the main 
objective of their lives. So also, all healthy-minded people like making money-ought to like 
it, and enjoy the sensation of getting it; but the main object of theiħlife is not money - it is 
something better than money. A real soldier, for instance, Mainly wishes to do his fighting 
well. He is glad of his pay-very properly so, afd justify complains when he is not given it. 
Still, his main notion of life is to win battles, not tò be paidfor winning them. Same is true of 
doctors. They like fees no doubt, ought@@like them, yétlif they are brave and well-educated, 
the entire object of their lives is not fees. They, onthe whole, desire to cure the sick; and if 
they are good doctors, and the choice was fairly put to them, they would rather cure their 
patient, and lose the fee than kill him and getit¢And so with all other brave and rightly 
trained men; their work is first, their fee second-very important no doubt, but still second. 
However, in every nation, theresarewast numbers of people who are ill-educated, cowardly, 
and more or less stupid. And with thes@ people, just as certainly the fee is first and the 
work second ; as with bravéypedple the work is first and the fee second. 

Solution 

Work Before Money 

In contemporaryeconomies and societies, money is important for satisfying several needs, 
both physiological aad psychological and also helps to improve the quality of life. Money 
can buy both*tangible and intangible satisfactions. Money can be an obsession and chief 
mission fornmany people. Yet money is not the main goal for well-educated, intelligent or 
bravéamen; but something more nobler is the ideal. A good soldier, though glad to 

get his paywhen due, aims at victory in war, not monetary rewards. Similarly, doctors need 
money, but Success in their profession comes before fees. Likewise for other good men; 
their work comes first, money afterwards. 

But universally there are unworthy people who have the opposite view. 


Passage 2. (MTP March 2018) 

The Goods and Services Tax (GST) is a vast concept that simplifies the giant tax structure 
by supporting and enhancing the economic growth of a country. GST is a comprehensive 
tax levy on manufacturing, sale and consumption of goods and services at a national level. 
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The Goods and Services Tax Bill or GST Bill, also referred to as The Constitution (One 
Hundred and Twenty-Second Amendment) Bill, 2014, initiates a Value added Tax to be 
implemented on a national level in India. GST will be an indirect tax at all the stages of 
production to bring about uniformity in the system. 

On bringing GST into practice, there would be amalgamation of Central and State taxes into 
a single tax payment. It would also enhance the position of India in both, domestic as well 
as international market. At the consumer level, GST would reduce the overall tax burden, 
which is currently estimated at 25-30%. Under this system, the consumer pays the final tax 
but an efficient input tax credit system ensures that there is no cascading of taxes- tax on 
tax paid on inputs that go into manufacture of goods 

In order to avoid the payment of multiple taxes such as excise duty and servVice%tax at 
Central level and VAT at the State level, GST would unify these taxes and®ereate a uniform 
market throughout the country. Integration of various taxes into a GST System will bring 
about an effective cross-utilization of credits. The current system taxes 

production, whereas the GST will aim to tax consumption‘ 

Solution 

One Tax for all: GST 

Goods and Service Tax (GST) is a complete tax structureof an indikect form, levied on 
manufacturing and sale of goods and services. It aims to combine all taxes into one, thus 
reducing the burden of the consumer. GST unifies the market sector throughout the 
country with the aim to tax consumption didnot production. 


Passage 3. (MTP March 2018) 

A dual transition—to a consolidated demoé€racy and an advanced market economy— 
represents the main challenge that the)Korean political and economic system currently 
confronts. During the two decades since it became a democracy, South Korea has faced 
lingering problems, such as poor governance, high-level corruption, lack of leadership, 
political conflict, sogial polaization, volatile public opinion, and lack of consensus on major 
issues. 

At the same time, profound leadership changes have fundamentally changed the South 
Korean political landscape. The new leadership has attempted to dismantle social, 
economic, and politi¢al structures that were formed during the Cold War and to establish a 
more demoéfatic and|diplomatically independent society. Such an approach has resulted 
in further social‘and political conflict, trials and errors in policy, civic distrust, and a 
lingering leadership crisis. 

Although Korean democracy is successfully consolidated, it is far from effective. There are 
profound generational cleavages over various national issues, including economic and 
social policies, policies toward North Korea and national defense, and attitudes towards the 
United States and China. Under these circumstances, political institutions have been 
pushed aside, and civic organizations are dominant. 

Solution 

South Korea in deep trouble 

South Korea having gained the status of a democracy is yet to settle issues like, corruption, 
political conflicts, lack of leadership and consensus and many more. The efforts made by 
the new leaders in the economic and social front have resulted in unexpected turns leading 
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to more conflicts, distrust and erroneous policies. As a result, many loopholes have come 
into existence and hence made the civic organizations dominate the political 
institutions. 


Passage 4. (MTP Aug 2018) 

In a landmark reform, India today switches to a new indirect tax system, the Goods and 
Services Tax. The GST subsumes the multiple Central, State and local taxes and cesses 
levied on goods and services, unifying the country into a single market, thereby making it 
easier to do business and ensure tax compliance. This will attract investors andaore 
efficiently mop up revenues for the exchequer. The reform has been years in the 

making, and having shown the political will to finally pull it off, the Central(government 
must work with the States to chart a road map to simplify the tax regime»Cuprently there 
are multiple tax rates ranging from 0% to 

28%, plus a cess on some products, creating incentives for lobbying and rent-Seeking. The 
level of preparedness for the new tax system too is not optimalfwith sections of industry, 
trade as well as the bureaucracy visibly anxious about seweral aspéctsofthe GST’s 
operational and legal framework. In response, 

the date for businesses to file the first GST returns has been deferred. The generation of e - 
way bills for moving goods worth over Rs. 50,000 too has been put on hold, along with the 
requirement for e-commerce portals to deduet tax at source from small sellers. 


Solution 

GST : Ata glance 

A new development in the field of tax payment has come up with the advent of GST (Goods 
and sales tax). This collective tax, includes all the multiple taxes levied on products, 
however the preparation forits implementation is not too sound. The government has 
postponed the firstdiling of GST)giving tax payers enough time to understand the nuances. 
The e commerce@ortals too have been given some leniency as far as deduction of taxes 
from sellers is concerned. 


Passage 5. (MEP Oct 2018) 

The issue of War ànd peace has always been a focal issue in all periods of history and at all 
levels ånd telations among nations. The concern of the humankind for peace can be 
assessed by taking into account the fact that all religions, all religious scriptures and 
several religious ceremonies are committed to the cause of peace and all these advocate an 
elimination of war. The Shanti Path recited by the Hindus, the sermons of Pope and the 
commands of all the holy scriptures of the Christians, Muslims, Hindus, Sikhs and all other 
communities hold out a sacred commitment to peace. 

Yet the international community fully realized the supreme importance of the virtue of 
peace against the evil of war only after having suffered the most unfortunate and highly 
destructive two World Wars in the first half of the 20th century. The blood soaked shreds 
of humanity that lay scattered in several hundred battle grounds, particularly on the soils 
of Hiroshima and Nagasaki, cried for peace, peace and peace on the earth. 

Solution 
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Peace on Earth : Message of all religions 

All religions across the globe have one common teaching, Peace on Earth. The religious 
scriptures and ceremonies aim towards eliminating war and spreading the cause of 
humanity. The realization happened little too late, only after the occurrence of major 
destructive events like world war and nuclear bombings. 


Passage 6. (MTP March 2019) 

After years of questioning the potential health hazards of second hand cigarette smoke, a 
growing number of scientists and health officials are becoming persuaded that the dangers 
are real, broader than once believed and parallel those of direct smoke. 

It has long been established that smoking harms the health of those who do théjsmoking. 
Now new epidemiological studies and reviews are strengthening the evideneé that, it also 
harms the health of other people nearby who inhale the toxic fumes. generated by the 
smoker, particularly from the burning end of the cigarette. Such indirect, or second hand, 
smoking causes death not only by lung cancer, but even niore by heart attack, the studies 
show. The studies on passive smoking, as it is often calledy.also stréngthén the link between 
parental smoking and respiratory damage in children. 

What has swayed many scientists is a remarkable consistency in findings from different 
types of studies in several countries with improved methods, over those used in the first 
such studies a few years ago. The new findings confirm and advance two landmark reports 
in 1986 from the Surgeon General, who conchudedtthat passive smoking caused lung 
cancer, and from the National Researchy€euncil,whichisaid passive smoking is associated 
with lung cancer. 

"The links between passive smoking andjhealth problems are now as solid as any finding in 
epidemiology," said, an expert in the epidemiology of smoking at the University of 
California at San Diego. 

Solution 

Hazards of Passive Smoking (Title) 

A lot of research and studiéshave concluded that second hand smoke, or passive smoking 
as it is commonlyealled îs equally hazardous to health as is active smoking. Consistent 
results show that passive smoking causes lung cancer; also a study brings out a link 
between parentaljsmoking and damage in children. 


Passage 74(@A FOUNDATION : May 2018: 5 Marks) 

Write precis and give appropriate title to the passage given below: 

Teaching is the noblest of professions. A teacher has a scared duty to perform. It is he on 
whom rests the responsibility of moulding the character of young children. Apart from 
developing their intellect, he can inculcate in them qualities of good citizenship, remaining 
neat and clean, talking decently and sitting properly. These virtues are not easy to be 
imbibed. Only he who himself leads a life of simplicity, purity and rigid discipline can 
successfully cultivate these habits in his pupils. 

Besides a teacher always remain young. He may grow old in age, but not in spite. Perpetual 
contact with budding youths keeps him happy and cheerful These are moments when 
domestic worries weigh heavily on his mind, but the delightful company of innocent 
children makes him overcome his transient moods of despair. 

Solution 
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Possible Titles: A teacher remains immortal / A Teacher never grows old / Teaching: a 
selfless and noble profession / Teaching is constant learning and practicing 

Teaching is a selfless job which goes on even when the teacher gets old. He/she is 
constantly learning, no matter how old one grows. From imparting education to discipline 
to mannerisms, a teacher is a role model. He leads a simple life, of virtues and morals and 
inculcates the same in his students. The pleasant company of students removes a teacher’s 
personal worries and refreshes his mind. 


Passage 8. (CA FOUNDATION : Nov 2018: 5 Marks) 

Trees give shade for the benefit of others, and while they themselves stand in the, sun and 
endure the scorching heat, they produce the fruit of which others profit. The character of 
good men is like that of trees. What is the use of this perishable body ifave uSeis made of it 
for the benefit of mankind? Sandalwood, the more it is rubbed, the more@seent diés it yield. 
Sugarcane, the more it is peeled and cut up into pieces, the more juice dies it produce. The 
men who are noble at heart do not lose their qualities even in losing their lives. What 
matters whether men praise them or not? 

What difference does it make whether they die at this moment er whether lives are 
prolonged? Happen what may, those who tread in the right path will not set foot in any 
other. Life itself is unprofitable to a man who does not live for others. To live for the mere 
sake of living one's life is to live the life of dogs and crows. Those who lay down their lives 
for the sake of others will assuredly dwell¢orever în a world of bliss. 


Solution 

Possible Titles: Good/Great Men/Souls neVex.die / 

Good/Great Men/Souls live forever Good men like trees, live for others. As trees, who face 
the heat of the sun themsélyvessbut bear fnuits for others, good men serve others. They do 
not lose their character, evenif they, have to lose their lives. They are not bothered whether 
they are praised ornot, or Whether they live long or are short lived. They live forever in 
eternal bliss. 


Passage 9. (CA FOUNDATION : May 2019: 5 Marks) 

India has witn@ssed great éxpansion of educational opportunities since the attainment of 
independence 

However, the disabled children have not yet benefited in any substantial manner from the 
growth in educational facilities. 

Educationof handicapped children, ultimately become more dependent and non 
productive. ft is therefore believed that scarce national resources should not be wasted on 
them. Further, it has been our misconceived notion that the education of handicapped 
children requires highly specialized people and as such, it must essentially be very costly. 
Maybe, precisely for these wrong notions we have not been able to involve clinical and 
educational specialization programmers of training and education exclusively 'meant ‘for 
handicapped children. It is encouraging to note that the new National Policy on Education 
has recommended the placement of such children in Regular schools so as to provide them 
integrated education along with normal students. 
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The integrated education will take care of the different needs of various categories arid 
types of disabled children. The objective is to place the disabled children in ordinary 
schools for imparting education in the help of special teachers, aids and other resources. 
For fulfilling this objective an array, of the necessary infrastructure by way of training of 
teachers, provision of equipment and book etc. are some of the basic pre-requisition. 
Hopefully, the parents and their handicapped children will be greatly relieved when the 
latter are transferred to regular schools. 


Solution 

Education for handicapped children 

Education opportunities for handicapped children are sparse as compared(to the normal 
children. Expenditure on their education is treated as a wastage and rather non-productive. 
The view that education for handicapped requires higher costs and spetialized*people has 
led to discouragement towards development of measures towards the same. The National 
Education Policy recommends integrating the education for handi¢apped with the normal 
children with the help of specialized teachers and othenaidsyTrainingyofteachers and 
necessary infrastructure shall help the handicapped children and Shall relieve their parents 
regarding worries about their education. 


Passage 10. (CA FOUNDATION : Nov 2019 : 5 Marks) 

DNA degrades quickly: after an: animal dieSysomwesearchers once believed it impossible to 
find ancient genetic material. The\Seareh for primeval vestiges of DNA took off in the late 
1980s after the. development@fa technique called polymerase chain reaction (PCR), which 
copies minute quantities of DNA. Ammeéd with PCR, scientists could look for tiny fragments 
of DNA that might have weathered the millennia unharmed. 

In recent years, nésearchers have isolated DNA from 20-million-year-old magnolia leaves 
and extracted DNA from a 185-million-year-old weevil found in amber. Recently, a team 
extracts DNA frofa.bonedating back millions of years for the first time. In the frenzied hunt 
for ancient DNA, miexobiologist Scott R. Woodward may have bagged the biggest quarry. 
Drawing omléssons learned while growing up among the fossil-rich rocks of eastern 

Utah, Woodwardand his team became the first people to find genetic material belonging to 
a dinosaur. 

Woodward, whose grandfather was a coal miner, knew that mines in the area often 
contained dinosaur traces. 

After six months of looking Woodward pulled two bone fragments from a Cretaceous 
siltstone layer directly a top a coal seam. Impeded by an unstable mine roof) Woodward's 
team could not recover any more bone samples. 

The siltstone apparently inhibited fossilization and preserved much of the original cell 
structure in the bone. 

Researchers isolated strands of DNA from both fragments and used-PCR to copy a segment 
that codes for a protein called cytochrome b. Once they had made many copies, they -could 
determine the DNA sequence. 
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Throughout their work, the biologists took precautions to avoid contaminating the samples 
with modern DNA or ancient material found within the coal. According to Woodward, 
circumstantial evidence indicates that the bone fragments belong to one or two species of 
dinosaurs. Dinosaur tracks are abundant in this 'coal formation, and the bones visible in the 
mine were larger than those of a crocodile the biggest non-dinosaur known in these rocks. 


Solution 

Exploring ancient DNA: Innovations and Findings Contrary to their earlier belief, in the late 
1980s, scientists /researchers could search for remnants of DNA that existed in@he 
primitive era/times after the development of the PCR technique (Polymerase Chain 
Reaction) that could copy minute quantities of DNA. 

More recently, researchers have isolated DNA from 20-million-year-oldgmagnolia leaves 
and successfully extracted DNA from a 135-million-year-old weevil found.imamber. 
Microbiologist Scoot R. Woodward with his team were the first to find genetic material 
belonging to a dinosaur. He pulled two bone fragments frém a Gretaceous siltstone layer 
from the top of a coal seam from which researchers isolated Strands of DNA and used 
PCR to copy a segment that codes for a protein called Cytochrome by DNA sequence was 
determined from the copies. Due care was taken to avoidcontamination of samples with 
modern DNA. Evidence indicated that the samples found belonged to one or two dinosaur 
species. 
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